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Public Risk Management Association

Contract Check List

Hotel/<<state chapter of PRIMA>> Information

· Is <<state chapter of PRIMA>> contact information correct: name, title, etc.
· Is the full legal name of hotel listed

· Are meeting name and dates accurate 

Room Block/Pick Up 
· Are dates accurate (date/day)
· Are the total room nights listed

· Are rates accurate

· Under hotel rates, hand write: “rates will be offered to attendees from two days prior through two days post of meeting block dates”

· Allowable attrition should be prominently stated (no statement means that no attrition is allowed)

· Allowable attrition should be 20% flat (no cut off dates for reduction) and based on cumulative pick up (not per night)
· Attrition penalties should be based on the contracted single rate only (not average of single through suites)

Cut Off Date

· Cut off date should be listed with an actual date – not just “21 days prior”

· Under cut off date, hand write: “contracted rates will be offered to attendees after cut off date and/or after room block is filled as long as there are rooms available to sell”

· If hotel will not agree to “as long as there are rooms available to sell”, see if they will agree to “as long as the hotel has not reached [percentage decided by hotel]% occupancy”

Reservation Policies

· Under any cancellation policies, write: “hotel must notify attendees of policy(ies) when reservation is made”

· Under any early check out policies, hand write: “hotel must notify attendees of policy(ies) at time of check in”

Meeting Space

· Are the functions listed correctly: # of ppl., times/dates, room set

· Are the room names listed

· If yes – make sure they are large enough to allow for audio & visual equipment (A/V), head table on a riser & growth of group size

· If room names are not listed:

· Ask hotel to either list the names or give you the names to hand write and initial.

· If they will not provide names, include any of the following stipulations:

· all function rooms must be within close proximity (i.e. adjacent) to each other

· general session must allow enough space for A/V equipment [and if applicable] and a head table on a riser

· all function rooms must allow enough space for up to 15% growth of group size

· lunch must be served in a separate private room

· function room assignments must be provided to <<state chapter of PRIMA>> at least 6 weeks prior to meeting dates

· If rental fees are waived based on performance (room block pick up), a sliding scale must be provided with actual rental fees

· Make note (where applicable): “meeting space may not be re-assigned without mutual written agreement.”

· Meeting space should be on 24-hour hold until meeting adjourns (exhibit space will require 3-4 hours for tear down)

· If a 24-hour hold will not be guaranteed, then hand write: “meeting room set up will be completed by 6:00 a.m. each day”

Concessions

· Everything from proposal should be included (comp or discounted rooms, upgrades, 1/40 comps, etc.)

· 1/40 (or 50) comps should be: “cumulative and applied to the master account”

· Under concessions regarding upgrades or comp/discounted rooms, hand write: “upgrades/comps/discounted rooms will be available from two days prior through two days post of meeting block dates”

Food & Beverage (F&B)
· If penalties apply for elimination or reduction of F&B functions, line out text and request a flat food and beverage minimum (an actual $ amount)

· If a F&B minimum is required, compare the figure to last year’s F&B expenditures (pre-service fees and tax) and this year’s menus prices

Exhibits

· Have marketing contact review/approve all exhibit hall related text

· Exhibit hall space must allow for perimeter placement of tables/booths (unless marketing has a different floor plan)

· Exhibit hall space must allow for all necessary F&B displays and bars
· Exhibits must either be in room adjacent to General Session or in foyer of General Session
Billing

· Based on undisputed charges only

· Payment should be due 30 days after bill is received (not sent)

· Master account should only refer to authorized charges (F&B, A/V, staff incidentals – NOT full sleeping room block)

Insurance

· Review any insurance related text 

Reference to Addendum
· Under any attrition statements, hand write: “*see mitigation clause in attached addendum” if addendum has a mitigation clause.
· Under any cancellation statement, hand write: “*see mitigation and termination clauses in attached addendum” if addendum has mitigation and termination clauses
· Under any statement that would be superceded by the <<state chapter of PRIMA>> addendum, hand write: “*see __________ clause in attached addendum”
Signature 

· Next to signature, hand write: “(agent for <<state chapter of PRIMA>>)”

· Under signature, hand write: “*submitted with signed attached addendum
The Public Risk Management Association (PRIMA) does not provide any legal advice and users of this addendum should consult with their own legal counsel for legal advice and review of legal documents. The sample documents have been provided as general guidelines and do not reflect any states’ specific tax regulations and/or laws.  

